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UNITED STATES GOVERNMENT

Memorandum

TO :  Chief/Intelligence School paTE: 4 January 1965

FROM : Chief/Management Training Faculty

sUBJECT: Biweekly Activities Report No, 39
21 December 1964 -~ 1 January 1965

EXECUTIVE SEMINAR

Invitations have been extended to thirty-two officials, and
we expect momentarily to have a firm roster,

MANAGEMENT #87

A LAl
\A For the Management Course_ﬁb%e.ginning 10 January we have

accepted thirty-five enrollments; and there u7e five people in
addition on a waiting list, We have seized the opportunity
during the last several weeks to revise the in-basket exercise
and some of our other material,

PILOT PROJECT

25X1A B ! b in Washington on 7 January

for the specific purpose of discussing the Pilot Project with
Bob Fuchs and any others who are concerned., We were not
able during the holidays to set up a firm meeting plan. Colonel

White has been invited to attend,
25X1A
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Chief, Intelligence School DATE: 31 December 1964

Chief, Clerical Training

Weekly Activities Report, No. 39
21 - 31 December 1964

1l. HNumber in Clerical Induction Training:

Week of 1) — 18 December 196L Week of 21 — 2i December 196k

1l trainees in classes _9 trainees in classes

_3 of these entered classes - _1 of these entered classes
for the first time for the first time

2. Number in Clerical Orientation Trainings:

Week of 14 — 18 December 196l Week of 21 — 2l December 196/

_8 trainees no trainees

3. Results of Official Agency Testing Administered in
Clerical Induction to Fntrance-On-Duty Employees:

1y - 18 December 196l

Tested Passed
Typewriting 1 0
Shorthand 0] 4]

21 — 24 December 1964

Tested . Passed
Typewriting 0 0
Shorthand 0 0]

GROUP 1
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Bi-Weekly Activities Report, No. 39
21 - 31 December 1964

4. Results of Official Agency Testing Administered
to Applicants:

14 = 18 December 196/

Tested Passed
SET 17
Typewriting 7 1
Shorthand 2 0
Card Punch Operator
Aptitude Test 0
21 - 24 December 196l
Tested Passed
SET 6
Typewriting 5 2
Shorthand 0 0
Card Punch Operator
Aptitude Test 1

5. Results of Official Acency Testing Administered
by Clerical Refreshers '

21 ~ 22 December 196/

Tested Passed
Typewriting 5 0
Shorthand 15 6

6. Clerical Refresher Program 143 Completed on
18 December 19642 In this Refresher Training Program,
students were enrolled from the following componentss:
DDP, 53 DDS, 43 the total number of students was 9. No
member of the Advanced Shorthsnd Dictation class met
Agency qualifications in class.
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Bi-Weekly Activities Report, No., 39
21 - 31 December 1964

7. Speciel Training Requests: The Clerical Train-
ing Faculty has been asked to conduct the following . f,;i;
special training programsrgv Cpjee of oo galioie: dasasdds | (:‘L

&. Card punch trasining (The machines | i
are being installed at 1016-16th Street.) |

b. An Agency-wide Filing Workshop of
the kind conducted by this Faculty end the
Records Administration Staff in 1960

¢. Refresher shorthend and typewriting
\ instruction for NPIC clerical personnel.

This traini 14 be duct t Build=
(This training wou conducted at Bu DEXAA

Unfortunately a repleacement for who 25X1A
resigned on 18 September 1964, has not been found and it
is impossible for this staff T e any additional
training projects at thils time. had to expleain 25X1A
to each requesting Office the reéson Yor having to post=
pone the requests. At best it will probebly be April
before we can begin even the first program listed above.

x‘f’ ﬁ‘* ! 8. Request for Ssturdey Testing Prggga.m: During
b . 196l the Clerical Training Faculty conducted a series of
o 3‘ J;’f\ . ‘i . Agency shorthand, typewriting, and Short Employment tests
O\ S Y
) 1 [
i B

for applicants on six successive Saturdeys. This special

program was arranged in response to a request from the
Personnel Recruitment Division of the Office of Personnel,
WV and the recrulters described the results as extremely

gratifying.
This week Mr.M from that office asked 25X1A
if this Faculty wo n conduct these three tesis

for local high school graduates; the tentative dates
glven for the program were 27 February through 10 April
1965, a series of seven successive Saturdays. We would
like to be able to honor this request, but as mentioned
in the preceding paragraph, no definite commitment can
yet be made concerning the handling of this project.

25X1A

1
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